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'\OFFICE OF THE SPECIAL RB{RES~NTATIVE FOR TRADE NEGOTIATIONS
 

'he Office of the Special Representative for Trade 
N gotiations was established as an agency ~n the Executive 
OfDice of the President by the Trade Act of 1974 (88 Stat. 
1999\; 19 U.S.C. 2171), which was signed into law on January

i\3, 19,5. The Office carries out its functions under the 
authori~y of the Trade Expansion Act of 1962 (19 U.S.C. 
1808) ~nd the Trade Act of 1974 and under authority

-e,delegated\by the President in Executive Order 11846 of March 
27, 1975, s amended.~ , 

The Office i'!3\headedby the Special Representative for Trade 
Negotiations, ~~a Cabinet-level official with the rank of 
ambassador, who\is directly responsible to the President. 
In addition, tfi~ Office consists of two Deputy Special 
Representatives fa\Trade Negotiations, also with the rank 
of ambassador, and' professional staff. 

Established by, and~nder the direction and control of, the 
Special Representative~for Trade Negotiations are three 
interagency committees:~ The Trade Policy Staff Committee, 
the Trade Policy Review, Group, and the Trade Policy
Committee. ." . 

The specLa l Representat.Lve, for Trade Negotiations as 
responsible for supervising \~nd coordinating the trade 
agreements program and directs ~.S. participation in trade 
negotiations with other countries~,'\\ 

~ Records Common to All 'Uffices 
\:-~~ 

Personal Papers. '~~. 

\Papers of a private or nonofficial charac~r which pertain
only to an individual's personal affairs\that are kept in 
the office of an STR employee will be clearly~designated as 
nonofficial and will at all times be filed s~parately from 
the official records of this office. In cases where matters 
requiring the transaction of official business af:.·ereceived 
in private personal correspondence, the porti~ns of such 
correspondence that pertain to official business'.will be 
extracted and made a part of the official files. ~, 

TEMPORARY. Dispose~'ho longer needed. '\ 

J 2. Program Reference Material. \~'\ 

" The program reference material consists of extra copies
record material retained solely for convenience ~f'\ 

\\ 
'\\ 
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~ference; information and reference copies of
 
~respondence and other papers on which no action is
 
ne~ssary; preliminary drafts of letters, memoranda,

repo ts, studies, preliminary worksheets and informal notes
 
that ~ not add significant data or substance in the final
 
steps ~ the preparation of an official record; shorthand
 
notes, i~luding stenographic notebooks and stenotype tapes,
 
that have_'~en transcribed; abstracts of correspondence,

route slips~ and letters of transmittal that do not contain
 
significant "information; stocks of publications and
 
processed doc~~nts maintained for distribution purposes;

catalogues, trad:~ journals, and other publications or
 
printed material ~eceived from other Government agencies,

commerical firms, o~~rivate institutions, which require no
 
action or supplement ~~official record.
 

TEMPORARY.	 Cut-off eve~ years.

Destroy on . '\7~~en 2 years old or when no
 
longer ne ed, ~ichever is sooner.
 

J 3. Correspondence iles. ~ 

f .1 t -, ". f . . ..Th e correspondence 1 es con a1n cop,1es0 rout1ne 1nqu1r1es
(from the public, referrals from the~~ite House, Congress,
and other Government agencies), replies thereto, background
materials for formal informational ~.eleases and other 
correspondence in which no unusual admint~trative decisions,
policies, or efforts are invo ved. ~ 

~ 
TEMPORARY. Cut-off	 ~ Destroy 0	 years old. 

Restrictions: Records: Records marked ~Business 
Confidential" in the files of the Office of the'\.&?ecial 
Representative for Trade Negotiations. No one may ~'~mine 
these records or be given information from or copies of~hem 
except by permission of the Chairman, Trade Information 
Committee, Office of the Special Representative for Trad~ 
Negotiations. Specified ~: Office of the special~
Representative for Trade negot1ations. ~ 
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Records of the Management and Administration Section 

hese files reflect the Management and Administration 
S tion's responsibilities for the ongoing review and 
pr aration of the STR budget and in coordination with the 
Depa tment of State, the ongoing review and preparation of 
the m tilateral trade negotiations (MTN) budget. 

With of the Executive Office of the 
President, of Administration, this section is 
responsible or processing and handling all personnel and 
financial t nsactions for STR. With respect to the MTN, 
this section directly responsible for the coordination 
with the Dep tment of State of MTN Washington-based
personnel and fin cial transactions as well as general
overview of such G transactions. 

4. Budget Presentation, and Apportionment
Files. 

Budget preparation, prese ation, and apportionment files 
consist of budgets for STR, ,the Kennedy Round, and ADP 
Services. Included in these 'les are hearings, Statements 
of Financial Condition (SF 220); Report on Budget Execution 
(SF 133); Apportionment and Reapp tionment (SF 132); budget 
amendments and supplementals; po 'cy and allowance letters 
from OMB; and various other subject 'les on the formulation 
of these budgets. 

TEMPORARY. Cut-off eve fiscal year.
site when 4 years 

5. Administrative Management Subject Files. 

Administrative management files consist internal 
directives, organizational charts, and various
files relating to administrative management. The 
arranged alphabetically by subj t. ~ ~~~,/~~ 

PEID1ANENT. Cut-off ever years.
(Transfer t EOP Depository every 
'Transfer 0 FRC every 4 years. 
Offer NARS when 10 years old. 
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~e90~~i~~ 
Records of the Special Representative for Trade~(STR), 

The Special Representative for Trade Negotiations (STR) is 
the "chief representative of the United States for each 
trade egotiation," and is charged with "all activities 
consis~'ng of, or relating to, the negotiation or 
administ tion of trade agreements which primarily concern 
trade" d which are concluded under the President's 
Constituti al authority, the Tariff Act of 1930, and the 
Trade Expans Act of 1962 or the Trade Act of 1974. 

The STR by w reports to the President and the Congress. 
By Executive Or 11846, he is also designated as Chairman 
of the Trade Po 'cy Committee, a Cabinet-level interagency
organization. The TR coordinates and consults with the 
Chairmen and Senio Minority Members of the Senate Finance 
and House Ways and Me s Committees, as well as with the 
five members of the Liaison Committees appointed by the 
Speaker of the House of epresentatives and the President 
pro tempore of the Senat. On an issue-by-issue basis, the 
STR also works with other mbers of Congress, as necessary. 

The STR position was crea to provide even-handed 
coordination and implementati of policy in the trade area 
of international economic relatI ns. Accordingly, a large
component of the STR's responsib lities is the coordination 
of diverse and often-conflicting v ws of domestic industry,
agriculture, labor, and consumer as well as Federal 
agencies, in the international 

6. STR Subject Files. 

The subjects are arranged alphabetically and 
other topics dealing with trade. The fil contain copies
of internal briefing material, minutes of ca 'net meetings,
memoranda to the President, copies of Ca 'net Economic 
Policy Group papers (chaired by Treasury), an copies of 
various press releases and speeches. Also inc ded in the 
subject file is the Trade Policy Committee (TPC)
consisting of notices of meetings, agenda, briefin
talking points, and the list of members. ~ c~P+./~~ 
PERMANENT. (Transfer to EOP upon

the Ambassado . 
Transfer upon departure of 
Ambassado • 
Offer t NARS when 12 years old. 
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See of this schedule. 

8. STR 

This of correspondence and internal 
Ambassador. The file is arranged 
tained by the Computer Section. 
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Records of the Deputy Special Representatives for Trade 

he role of the Deputy Special Trade Representative (in
shington) is to oversee the domestic policy-making

ctions of the Office. The Deputy STR also chairs the 
Policy Review Group (TPRG), which is made up of 

ant secretaries from the Executive departments, and 
nes the U. S. Policy positions on important MTN 

issues d other trade matters (such as import relief cases 
and unf 'r trade practice cases). Issues which are not 
agreed up in the TPSC are also referred to the TPRG. 

9. 

The subject fil are arranged alphabetically by commodities 
and other topics. The files contain correspondence received 
from and sent to 0 her Government agencies, memoranda from 
the STR staff, c ies of internal office memoranda and of 
memoranda between th Deputy Ambassador and the President. 
Also included in the ject file is the Trade Policy Review 
Group (TPRG) records co isting of notices to agency members 
of meetings, agendas, b 'efing papers and discussion option
papers and summaries of m etings (including summaries of 
decisions) . I ft./ '1(" 

PERMANENT. 
or 

The Deputy Special Trade Representa 've (in Geneva) is 
responsible for all personnel and resour of the Geneva 
office. The Deputy STR is also responsible for 
implementation of all Washington-developed TN negotiating
strategy and instructions. 

10. Deputy STR Subject Files (in Geneva). 

The subject files are arranged alphabetically by c 
and other topics. The files contain correspondence rom and 
sent to other government agencies, memoranda from STR 
and memoranda from the Deputy Ambassador to the Presid 

PERMANENT.	 Cut-off every 2 ears. 
Transfer to Depository every 2 years
upon depar re of the Deputy Ambassador. 
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Transfer to PRC every upon departure 
the Deputy Ambas

to NARS wh 12 old. 

11. Deputy STR 

This file contains copies correspondence and internal 
memoranda signed by the De y Director. The file is 
arranged chronologically. y~CCA. Pi. 
PERMANENT. Cut-off every 2 years 

/Transfer to EOP D sitory e y 2 years or 
lupon departure the Deputy Amn ador.)

Transfer to C every 2 years or up departure

of the De ty Ambassador.
 
Offer Q NARS when 12 years old.
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Records of the General Counsel's Office 

files of this office reflect its responsibilities for 
the analysis, formulation and solution of legal problems
rela 'ng to the implementation of the Trade Act of 1974; the 
appli tion of various provisions of domestic law dealing 
with ta 'ffs and trade; the implementation of international 
agreemen , including the GATT; the preparation of 
internatio al agreements; substantive responsibility for 
subsidies d countervailing duties, section 301 of the 
Trade Act; d a broad range of other legal matters 
pertaining to the conduct of international trade. The 
office reviews a 1 position papers produced in the STR 
office, prior to ~heir interagency consideration, for legal 
implications. 

The office is respons le for coordination of official STR 
views on legislation luding preparation of legal briefing 
books. 

The office prepares, in ination with other STR offices,
all Executive Orders, Fed al Register notices, and other 
legal documents produced by S 

The office is responsible fo reviewing requests for 
information under the Freedom f Information Act and 
ensuring STR compliance with the Ac and and all security
requirements, and for all other lega matters pertaining to 
the internal operation of STR. 

12. General Counsel's Subject Files. 

The files are arranged by subject covering areas of 
legal matters pertaining to international ade such as, 
adjustment assistance, trade agreements, subsidies,
countervailing duties, agency legal matters, Executive 
Orders, Proclamations and legislation. The also 
contain copies of State Department telegra , GATT 
documents, USITC reports, and computer printouts rela 'ng to 
the General Counsel's responsibilities. J.f -.5 CM.. P+ '/'Jf• 

PERMANENT. Cut-off every 2
Transfer to E every 2 years. 
Transfer to RC every 2 years. 
Offer to RS when 10 years old. 
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Freedom of Information Act (FOIA) Reports Files. 

annual reports to the Congress at the 

GleS '" /,Q,-PE RT\1ANENT • c.-) 

14. Section Files Trade 
Practl.ces). 

This is an alphabetical file by country or company,
and docket number. The file ins petitions from 
interested parties requesting STR to con ct public hearings 
on alleged unfair trade practices and poli 'es, and includes 
the final outcome of the case. Also incl dare STR's 
semi-annual reports to Congress concerning e status of 
reviews undertaken. Ill.. tM. ft I '1r 
PERMANENT. Cut-off every 2 year

Transfer De sitory every 2 years. 
Transfer ery 2 years. 
Offer to en 15 years old. 
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Congressional and Public Affairs Files 

e files of the Congressional and Public Affairs Office 
lect its responsibility as chief public spokesman for the
 

ST on trade negotiations and policies. The office is the
 
prin 'pal advisor to the STR on all aspects of Congressional
 
conce with the mulitilateral trade negotiations (MTN) and
 
other rade policy matters within the jurisdiction of STR.
 
The offi e is also responsible for maintaining day-to-day

liaison ith all appropriate Congressional Committees,


staffs. 

In addition, office is responsible for keeping the
 
public inform of all U. S. trade policies, decisions,
 
actions, negotia ions and other activities of STR. This
 
includes approvi and writing press releases, speeches,
 
articles and other ublic statements, arranging and holding

interviews, backgrou d conferences and briefings.
 

/15. 
The Congressional files c sist of copies of Congressional

scorecards, (summary of ction under Trade Act of 1974),

legislation dealing with tra e such as Oversight Hearings

and statements before Congressional committees,

Congressional Delegation (CO L) telegrams, biographical

sketches on various congressm and confirmation hearings

for the Ambassador and Deputy sador.
 

TEMPORARY. A) Destroy on when one year

old.
 

b)Destroy site other Con essional information
 
files w n 6 years old.
 

~6. Congressional Correspondence Files. 

See Item 34(a) of this schedule. 

~17. Public Information Files. ~~ S l'i/lto 
The public information files consist of a complet set of (.s ......) 

STR formal information releases and publications, such as 
press releases, press conference transcripts, icial 
speeches, and indexes thereto. The files ngedchronologically. 

SPERMANENT.	 Cut-off every -'I- Y. rs. $'
 
Transfer to EOP epository every -+ years.

Transfer to C every -4- years. O~ce.r;o »1sR~ ,~
 

S-'j~"'f'. blo S W"eM.. aoS' ~rs. 01.,1 (c 'S.) o~ " ..,,-
"loek I Ict ctS) .. 
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Offer to NARS Wh~rs old. 

ormation Subject Files. CDRs Iq/~(,.,,""~"The subject files are arranged alphabetically \U)
and contain su' cts that are formally designated the 
responsibility of tn ublic Affairs Office such as the 
historical file on STR. y~~ P-+/'1 (' 
PERMANENT. 

4 years. 
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Records of the Multilateral Trade (MTN) Coordinator 

The 'les of this office reflect its responsibilities for 
the of the President's Advisory Committee for 
Trade gotiation (ACTN), and for coordination of STR's 
advisory relationships with the private sector. The office 
also carr s out joint management responsibilities in the 
operation f private sector advisory committees with the 
Departments f Commerce, Labor, and Agriculture. 

The Director this office is also responsible for sector 
negotiation cy in the Multilateral Trade Negotiations 
(MTN), for olicy on service industries, and for 
scientific and tec ical issues of interest to STR. 

19. Trade Negotiation (ACTN) Files. 

These files are arran e sub'ect and contain the ACTN 
charter, advice~~~~~~--~-----.a historical file onfiles, ACTN, MTN 
general information, agen ,and minutes of meetings. y~~.~J~r. 

o.eeu 1'WI.Io\ ~~tl"""",, 
PERMANENT. Cut-off every 4

(Transfer to EOP 4 years')
Transfer to F 
Offer to NA 

20. MTN 

a. These files are arran ed subject and contain 
information and advice from t e private sectors ranging from 
broad overall policy objectives to tech 'cal aspects of MTN 
negotiations policy on particular product relating to trade 
policy (J~"i"J Yok:Jo ALIWiC. --/alkYl \ CM.. A. tv-
PERMANENT. Cut-off every 2 y s. 

(Transfer to EOP epository every 
Transfer to C every 2 years. 
Offer to N when 12 years old. 

~ b. The files also contain copies of GATT 
USITC reports, State Department telegrams
papers, and computer printouts on various commo 
relating to the MTN Coordinator's sponsibilities. 

TEMPORARY. ~Destroy on site pies of telegrams,
papers and pr' touts when 2 years old. 
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~ c. Copies of private
the Departments of Commerce, 

TEMPORARY. Destroy on ~ 

Labor, 

2 

documents will be 
3 months after case 

are updated. 

committee materials from 
Agriculture. 
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Records of the Textile Policies Develoement,
Multifiber Textile Negotiations Sectlon 

The fi s for this section reflect its responsibility for 
the adm istration and development of u.s. textile policy. 
It is resp sible for u.s. obligations under the Multifiber 
Arrangement and will conduct negotiations and/or
consultations on a bilateral basis with the foreign
supplying count 'es. 

21. 

The subject files are 
cOmmodities (i.e., man-made fibers,
etc.), countries, and Also included in 
the subject lIes are (MFA),
Bilateral Textile Agreement and 
petitions on duties. The fi ,s
received from and sent to other Go rnment agencies, private 
industry and the public, and in ernal office memos on 
updates of activities relating to tex 'Ie items. The file~ 
also contain copies of GATT docume s, State Departmen 
telegrams and briefing papers, and comp er printouts 0 

various textile commodities relating to the extile Policies 
Section's responsibilities. Va. c~Pf./~r, 

PERMANENT. Cut-off every 2 ye . 
(Transfer to EOP pository every 
Transfer to F every 2 years. 
Offer to N when 5 years old. 
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Records of the Agriculture Trade Policies, Commodities
 
Analysls, and Agriculture Advisory Groups Section
 

The es of the Agriculture Section reflect its 
respons~ ilities for the development and coordination of 
u.S. agri ultural commodity policy on a multilateral and 
bilateral and on the development of u.S. strategy in 
the Multil eraI Trade Negotiations (MTN) and its 
responsibili for the analysis of USITC reports on Section 
201 of the Tr e Act relating to agriculture. 

22. 

The subject files e §rranged alphabetically by countries,
commodities (i.e., cotton, dairy, fruits and vegetables~ 
grain and feed, lives ock and livestock products, oilseeds 
and products, poultr and eggs, and tobacco) and other 

ate or' lati lture. The files contaln 
correspondence received to other government 
agencies, private industr and the public, memo of record 
for the file on telepho e conversations, position papers 
prepared on various agricult e commodities, and internal 
office memos on updates of activities relating to 
agriculture items. The files . so contain copies of State~ 
Department telegrams, GATT do uments, USITC reports, and 
computer printouts on various co odities relating to the 
Agriculture Section's responsibili Ieo- F-+./ 'jr. 

PERMANENT.	 Cut-off every ears. ~
 
Transfer to Deposito every 2 years.
 
Transfer 0 PRC every 2 ye " s.
 ~ Offer 0 NARS when 6 years .d. 

~23.	 Private Advisory Committee files the Agriculture
Polic~ Advisory Commlttee CAPAC) and .heAgricultural 
Technlcal Advisory Committees (ATAC's). ~'" 

These files contain copies of agendas, minutes meetings,
hearings, and information on agricultural in stries and 
associations. The official files of the APAC and he ATAC's 
are maintained by the Department of Agriculture. 

TEMPORARY.	 Cut-off every 2

Transfer to EOE every 2 years.
 
Transfer to C every 2 years.
 
Destroy w 6 years old.
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Records of the Industry Policy for Sectors and
 
Products, Industry and Labor Advisory Group Section
 

The °les of the Industrial Section reflect its 
respon °bilities for the development of trade policy with 
respect to individual industrial sectors and products,
includin escape clause cases and other current trade 
issues, wnoch may include the negotiation of agreements
covering specific industrial products and policy
coordination of the implementation of such agreements. 

24. Industry 

The subject files are arranged alphabeticall¥ b¥ commodities 
(which coincides with the Industry Sectors Advisory
Committee numbers, such as, lumber and wood products,
industrial chemicals synthetic rubber, leather and leather 
products, and d steel forgings). Included also are 
subject files on vernment procurement, Adjustment
Assistance, American lling Price (ASP), and Headnote 
Committee on Tariff Sche les of the United States. Files 
are maintained on specia bilateral trade flows with major 
trading ,partners and economic, tariff, and trade 
informatiop. 

The files contain corresponde ce received from and sent to 
other Government agencies, priva e industry and the public,
memo of record of telephone con rsations, position papers
prepared on various industrial ite , and internal office 
memos on updates of activities rela °ng to industrial items. 

il e-F+-/yr,
~.PERMANENT.	 Cut-off every 2


Transfer to 2 years.
 
Transfer t RC every 2 yea
 
Offer to ARS when 6
 

b.The above files also contain copies Departmenttelegrams . 

./ TEMPORARY.	 Destroy on every

informatio which
 
part of files.
 

~e.The above files also contain computer printouts
commodities relating to the Industry
responsibilities. 
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T	 Destroy on site wh-~perseded by updated
information. 7 oU 

./ lA.The ove files also contain drafts of working papers, 
MTN/TP position papers, briefing books and talking points, 
GSP and rade Law program hearing notes. 

Destroy on site drafts after final paper,
briefing book or report is issued. 

25.	 apers Briefing Books. 

The briefing b MTN/TPSC position
papers, talking countries, commodities 
and subjects. 

PERMANENT. (Transfe epository every year)
Transfer year.
Offer to years old. 

26. ITC Case Files on 

The files contain ITC ca§es nd hearings materials on Trade 
Laws requiring STR-TPSC oversight review and STR 
recommendations to the Presid t. (TPSC is holder of final 
report materials). The files e arranged alphabetically by 
commodity. Y-. CAA-f.+./'jf'. 
PERMANENT.	 Cut-off after 

(Transfer to E year after case is 
completed)
Transfer 0 FRC 1 year a er case is completed. 
Offer NARS when 4 years old. 

J' 27.	 Private Advisory Committee Industry Policy
Advisory Committee (IPAC), the Indust Sector Advisory
Committees (ISAC's), the---Labor lic Advisory
Comm1ttee (LPAC), an~the Advisory
Comm1ttees (LSAC's). 

The files contain copies of agendas, minutes meetings,
hearings, Industrial Sector Advisory SARIs) by
number, telegrams, and correspondence. The o'ffic I files 
of the IPAC and the ISAC's are maintained by the D 
of Commerce. The official files of the LPAC and the 
are maintained by the Department of Labor. 

TEMPORARY. Cut-off every 2 years.
(Transfer to EOP Depository every 2 years) 
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Records of the Bilateral Relations, Less Developed
 
Countries, and Generalized System of Preferences
 

Section
 

has overall responsibility for all phases of u.S. 
with developing countries including multilateral 

trade re tions with less developed countries and non-market 
economies. ':':_Additional areas of responsibility include 
Tropical P <. duct Negotiations and the Generalized System of 
Preferences. 

28. 

The	 roduct 
between domestlc 

Less Developed
the form of a 

acceptance of legal
briefs and rebuttal ca s to the files. Included in the 
files are originals of witH rawals of petitions and copies
of some case decisions. 1so included are copies andl 
originals of position papers GSP items, State Department
telegrams, USITC reports, test ony and press releases. ~ 

~ - S e M. II. / ~r: 
PERMANENT.	 Cut-off every 2 ye s 

(Transfer to EOP eposi 4 years.) 
Transfer to F every 4 ears. 
Offer to N S when 10 yea 

29. Tropical 

The files are al habeticall b 
and reflect concerns of the United St~ 
preferential treatment to Less Developed on 
tropical product offers. These files both 
original and copies of correspondence betwee 
private sector advisory groups representing,
agriculture, and labor. Included in the files ar state]
Department telegrams, issue papers, informational item from 
the Tropical Products Subcommittee a files by country. 

Ycil eM. ~'/~". PERMANENT.	 Cut-off every 2 ye s. 
Transfer to EOP epository every 4 years. 
Transfer to F every 4 years. 
Offer to NA when 10 years old. 
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Less Developed Country Files. 

The es are arran ed al habeticall countr and 
subject. These 1les consist of memoranda of agreement 
and/or con rsations and meetings between countries. They
also inclu general overview policy questions and State 
Department te 3 CM- t-t. / 'j(" 

PERMANENT. 
every 4 years';) 

old. 

31. Bilateral Trad 

The files are arran e al habe 'call 
files document consultations 
the imposition or threatened 
measures by other countries. 

PERMANENT. Cut-off every 2 
(Transfer to EOP 4 years.) 

Transfer to C every 4 years. 
Offer to S when 10 years old. 
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and Policy Development Section 

The file office reflect its responsibilities for 
broad po cy reviews and analyses. The purpose of its 
functions ~ to assure that negotiating positions plus other 
activities 0 STR fit into an overall coherent policy
framework. t also serves the function of placing the 
negotiations w hin a broader domestic and international 
context while roviding liaison with other elements of the 
Government. 

a broad range of skills focusing on 
technology and translation of 

vice versa. The office has created 
puter data base in Washin ton and 

eneva. e 0 lce a 0 provldes a focal point for STR 
participation in the Orga 'zation for Economic Cooperation
and Development. 

32. Subject Files. 

a.	 0 iations (MTN) and Bilateral
file rs- arranged

rna topic areas and by
geographic location and con'alns economic analysis
and analysis of policy various trade 
items. I eu.. f+/ 'jr. 

PERMANENT. Cut-off every 2 y
Crransfer 6 years) 
Transfer 
Offer to 

b.	 Industry
file is 
contains analysis and communication betw
ISAC members. Also included are 
and position papers on major commodity 
issues that were prepared for the Ambassado 
addition there are analytic studies on pote
issues of upcoming negotiations. I Co\4 f.+/ ~r. 

PERMANENT. Cut-off every 2 ears. 
(Transfer to Depository every 6 years~ 
Transfer t FRC every 6 years. 1 
Offer to ARS when 12 years old. 
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Organization for Economic Cooperation and Development
D} Files.

"':""--'ltr-'-

This ile is arranged alphabetically by subjects and trade
issues, i.e., grain development on various strategies or 
approacH s to trade policy matters. Also included are 
minutes 0 summit meetings. Complete OECD documents are 
available om the Department of State, EUR/RPE. 

TEMPORARY. estroy on site when 6 years old. 

34.	 Negotiations Files. 

a.	 file is arranged by
~~~~~L.J,...;~~_.wloUQ!n~t::.:r:..l..L'geographical area and 

provide the bulk of record material
Round Negotiations. Such materials 

analysis,	 alternatives to 
minutes ,of ~etings are 

~u..u;.ox- I - Increa.se.) ......no 

PERMANENT. 
12 years~ 

b.	 Exceptions and Offers. T ~s file is arranged by
organizations, exception ~ and offers and also 
alphabetically by the subje that the exceptions
or offers are concerned '.th. This file also 
includes the Kennedy Round ~ egotiations offers 
(arranged _ by geographic l~ ations); European
Economic Community position pape ~ on exceptions to 
the Kennedy Round Negotiations sector; Less 
Developed Countries exceptions ~ (arranged by
country); and minutes of meetings the Kennedy
Round Negotiations and the Or niztion on 
International Trade and Investment Poli 

PERMANENT. Cut-off every years.
(Transfer to OP Depository every 12 
Transfer FRC every 12 years. 
Offer t NARS when 25 years old. 

35. Computer Section Files. 

a.	 Correspondence File. This unit's responsibility 
to track and monitor STR correspondence. 

http:u..u;.ox-I-Increa.se
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This file consists of all correspondence from the 
public, industry, Congress and government agencies 
addressed to STR requiring the signature of the 
Ambassador (except invitations and other personal 
mail). Also included is STR originated

orrespondence signed by the Ambassador to the 
P esident, and statistical reports generated by the 
Co uter Section. 

'les are arranged alphabetically by subject
ing of incoming originals and outgoing

ellow}. Internal office memos and memos 
sident are filed chronologically together 

Each piece correspondnece is coded into the 
computer by of letter, author, topic, date of 
reply, and name of constituent in the case of 
congressionals. The computer can call up the 
letters by dat authors, topics, or dates of 
reply. 

PERMANENT.	 Cut-off every aIM- ~+/'jf.. 
Transfer to EOP 2 years. 
Transfer F 
Offer to 

( 1)	 Congressional Chron This file contains 
copies (pink) of to congressmen
arranged alphabetically name. This file was 
established at the reques of the Ambassador 
for reference use after the TN. (i.e., if the
Ambassador wants to ich commodities a 
particular congressme is ested in). ,CM.P+/ !1r. 

3G'PERMANENT.	 Disposition s ~(a) 

(2) Chron File.	 of 
correspond ce other than congressi is 
filed ch nologically. 1/ rt:ot /35' y~ e....r·	 ,r. 

PERMANENT.	 Disposltion same as ~(a) above. 

b.	 Trade Negotiations Files. This unit 
Computer Section generates reports
requests and on Foreign offers and requests
commodities. The source data for these reports s 
obtained through the Trade Policy Staff Committee 
This material is filed alphabetically by country. 
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are also reports generated from the 
dustrial Sector Advisory Committee (ISAC) and the 

icultural Technical Advisory Committee (ATAC)
are used for the Industrial Sector Advisory

Rep ts (ISAR's). This material is filed 
alpha etically by commodity and is obtained from 
the ~ C and the ATAC. A complete file of the u.S. 
request and foreign offers and requests is 
maintain by the Interagency Trade Policy
Coordinat n , MTN Implementation Section. 1 CAAr+/ Ijr. 

PERMANENT. Cut-off 
{Transfer 6 years.J 
Transfer 
Offer to 

c. Trade Action orin System (TAMS) Files. This 
unit	 generates Trade Action Monitoring System 
(TAMS) which of three reports that are 
file in file and are 
periodically are: (1) 
Petitions on of the 1974 Trade 
Act, such as, (Section 201),
Antidumping, Countervai 'ng Duties, Unfair Trading 
Practices (Section 301 cas Unfair Trading
Practices (Section 337 (This report
illustrates the progress 0 case and the 
position of each case in the ocess of determining 
the final decision.) (2) reign TAMS, which 
updates the Trade Action on a ticular commodity
of a country and the date of im ementation of the 
action described. (3) Gene I System of 
Preferences, which iS7Pdate by etitioner. Y~C#-'f+/'jr" 

TEMPORARY. Destroy on s~hen 5 years old. 

d.	 Trade Advice File (TAF). The Trade File 
(TAF) was created to enable the STR staf 
information and advice obtained 
sector on specific commodities. 

The TAF consists of information extracte 
copies of correspondence from the private sect 
STR that contain trade advice on 
commodities. This correspondence is coded by
last digit of the calendar year, Julian dat 
assigned number, and is cross referenced with 
number of variables. 
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Cut-off every 2 ye s 
Transfer to EO epository every 6 years. 

ransfer to C every 6 years. 
troy en 15 years old. 

e.	 Generalize stem of Preferences (GSP) File. The 
GSP informat report is updated periodically and 
printed out by Trade Schedule of the u.S. 
(TSUS) number, , and by commodity. 

TEMPORARY.	 Cut-off 
Destroy 

\
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The in this section of STR reflect its 
responsi 'lities for the Trade Policy Staff Committee (TPSC)
and its va 'ous subcommittees and task forces. This section 
is also he focal point for direction of the MTN 
negotiations; coordination of all General Agreements on 
Tariff and T de (GATT) activities; and is responsible for 
product standar , safeguards, quantitative restrictions,
import licensin, customs matters, antidumping, and 
nontariff measures ot dealt with multilaterally. 

36.	 Committee (TPSC) Files. 

a.	 Trade Policy 

(1)	 The TPSC of position papers is 
J	 arranged--nuffierica assigned document number. 

These cover many sUD an are not 1m1 e 0 

commodities or countr Included in the file are 
the "Action Record" ( 'nal approved document), one 
copy of the distributed rsion of the draft paper, 
and any other pertinent i ormation. 5 (M,. f+/ ~('. 

PERMANENT.	 Cut-off every
Transfer to Depositor every 5 years. 
Transfer FRC every 5 yea s. 
Offer when 15 years ld. 

(2) The ~ public information file contains 
briefs and statements received m the private 
sector in response to Federal Re ter notices 
requesting information on particular su 'ects or in 
connection with public hearings he by the 
Committee. These files are separated int sections 
dealing with each notice or hearing, dare 
arranged either al habeticall; or b ariff 
Sch dIes of the United States (TSUS)
schedules.	 a c«, f+, / ':) 

PERMANENT.	 Cut-off every ye 
Transfer to EO Depository every 5 years. 
Transfer to C every 5 years. 
Offer to RS when 15 years old. 

b.	 Trade Policy Staff Committee (TPSC) Subcommittee 
Files. The files of the TPSC subcommittees (or 
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working groups} are arranged by subjects, such as,
nontariff barriers, antidumping, countervailing
duties, Government procurement, etc. The files 
contain agendas, minutes of the subcommittee 

etings, reports to the TPSC, and background
erial used in formulating the reports to the 

a. ~ f+ I '1r. 
PERMANENT. every year 

Tra sfer to EOP epository every 5 years. 
to every 5 years. 

S when 15 years old. 

37.	 country Files ~ e uests and Offers to the United 
States on Tariffs n Specifrc-Commodltie~ 

The files on requests and ffers to the United States on the 
tariffs on specific commo 'ties are arranged alphabeticallx 
by country (also included a those' requests and offers 
between countries other than e U.S.). These files contain 
copies of documents from the Geneva delegation, and the 
GATT Secretariet which are use to assist in making policy 
decisions. It is the responsibi 'ty of this section to 
distribute a copy of each of the an ye documents to the TPSC 
members (8), each STR Section (4), nd one to the computer 
section. ~ c.v.. ~+I 'jr· 
PERMANENT. Cut-off every yea • 

Transfer to EO epository e y 5 years. 
Transfer to C every 5 years. ~ 
Offer to RS when 12 years old. 

38. Annual Report Files. 

Copies of Annual Reports of the President of United 
States on the Trade Agreements Program prepar by the
Office of the Special Representative for Trade tions. ~rc"~cl 

c.III r.w.il~iCAt~ 
PERMANENT. Cut-off every year.	 e... Y,t "7'1r• 

alt.' ."." (Transfer to EOP D ository every 5 years:) 
~ f 1 Transfer to FRC very 5 years. 
~~'~I~IOffer to NARS en 15 years old. 


